Kevin 
Kevin.240624@2freemail.com  

Skills & Qualifications:

· Excellent interpersonal skill 

· Customer-Service oriented 

· Task oriented, Trustworthy, Hard-working 

· Excellent work ethic 

· Very effective in communicating with others 

Professional Experience:
Documentation Analyst
Maersk Global Service Centres Philippines Ltd.
February 2011 – April 2015
· File agreed rates to Service Contract received from sales officers.
· File draft rates to be proposed for possible customers.
· Coordinate with sales officers for inquiries or clarifications.

· Documents filed should be timely and accurate.

· Works hand-in-hand with colleagues to improve the team’s goal.

Recruitment Assistant (Phone Screener)
Maersk Global Service Centres Philippines Ltd.
December 2010 – February 2011
· Screen applicants who submitted their resume’s through JobStreet .com or dropped their resumes in our office. 

· Check their CV if they have the qualifications and experience to qualify for a specific job opening.
· Schedule applicants for an assessment or an interview.

Front Desk Officer
Shangrila-Hotel Edsa

June 2008- December 2010
· Deliver excellent customer service to all the guests at all times 

· Assists the guests for meetings and appointments 

· Answer calls for service and business inquiries 

· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail 

· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety 

· Conducts business to business calls from the associate banks 

· Maintain personal knowledge by completing in-house training and workbooks 

· Filing of important documents 

· Carry out instructions given by the management team and head office 
Educational Background
University of Rizal System
Bachelor’s/College Degree in Business Studies/Administration
Specialization: Management Information Technology
Personal Information

Age

: 
27 years old
Birth Date
: 
Dec. 21, 1987
Civil Status
:
 Single
Nationality
:
 Filipino
Height

:
5’6”
Weight

:
 63 KGS.
